United States Environments) Protection Agency 1. DUTY LOCATION 2
POSITION DESCRIPTION COVERSHEET Atlants, GA )

3. CLASSIFICATION ACTION: a. Reference of Series and Dute of Standards Used 16 Clussily this Position

ST L ] b. Title c. Pay Plan d, Series | © Grade f, CLC
Official 3 . . - . .
Albcation_ 1% O, eNgina” 65 | k| 15 ool
4. Supervisor’s | Envirenmental Engiucer . U GS 0319 13 ’
Recommendation
5. ORGANIZATIONAL TITLE OF POSITION (il any) 6. NAME OF EMPLOYEE )
[
7. ORGANIZATION (Give complete organizationsl breakdown) e. Agsessment, Listing and TMDL Section
a. U.S. ENVIRONMENTAL PROTECTION AGENCY f.
b. Region 4 £
c. ) Employing Office Location
Water Protection Divislen Atlanta, GA
i. Ormanizatian Mada N
o. YWater Quality Planning Branch TOED @Cb@ ¢§

t 8. SUPERVISORY STATUS

3 |2] Superviser or Manager. Position requires the excreise of supervisory ot mansgerial responsibilities that mest, at least, the minfmum requirements
for application of the Geacral Schedule Supervisory Guide (GSSG) or similar standards for minimum supervisory responsibility specified in other
position classification standards,

[ 4] Supervisor. Position meets the definition of Supervisor in 3.U.8,C. 7103(a){10), but does not meet the minimum requircments for application of the
GSSG,

(3 [Sf Management Official, Position mects the definition of Management Officinl in 5.U.S.C. 7103(a)(1 13, but does not meet the GSSG definition of
Supervisor/Munager or the definition of Supervisor in 5.1.5.C. 7 03{a}(10).

£3 [61 Lead Position leads » team performing one-grade inferval work and meets the minimam requirements for application of Part | of the Work Leader

i Grade Evaluation Guide (WLGEG) or is under o wige sysiemt and meets similsr minimun requiroments as specified by those job standards or other

directives of the applicable pay sysiem. -

§ D171 Team Leader. Position leads a team performing two-grade interval work and meets the minimem requirements for application of Part 1] of the

WLGEG.

X [8] All Other Pasitions. Position does not meet aay of the sbove definitions. Thisisa non-supervisernon-managerial position.

9. SUPERVISORY CERTIFICATION I cartify that this is an stcurte statement of the major duties and rusponsibilities of this position ned its erganizational
telationships and that the position is Necessary to camy out governmemal functions for which 1 am responsible. The cenification is made with the knowledge thnt this
information is to be used for satutory purposes relating to appointment and payment of public funds, and that false or misleading statements may constitule violations of such
stalutes or their i_m;:lc__mcnting regelations,

4. Typed Nae g e

———— . ; sl

10. OFFICIAL CLASSIFICATION CERTIFICATION: | certify that this pasition hos been classified/graded as required by Tidle 5, .S, Code, in conlormanes with
standards published by the 1.8, Office of Personnel Management or, if no published standands apply directhy, consistently with the most npplicabla rublished sinndands.

a. Promotlon Potentin}

§ X This position has no promotion potentint O If position develops as planned and employee progresses satisfuctorily, this position fas known
promotion potential to grade:
b. PSB Risk Designation | c. Financial Disclosure Form | d, “{dentical, Additional” (IA) €. FLSA Determination £. Functional
B 71 Low £ OGE-430 Required lloention This position {J NONEXEMPT Jﬁ\EXEMPT‘" Classification
g} .2 Moderate OGE-278 Required gmuy be 1A ed (*check exempiion category) Code
{0 3 High &Nu finenciul disclosure 0 may not be 1A"ed O Administrative
Security Clesrnee forms reguired L] s Emited to current incumbent rofessionsl 3 Executive q f[
Reguired: £ Yes o
g. Bargalniog | h. Checl, if applicable; {. Classifier’s Signature }. Date
Unit Code g’%ledical Monitoting Required 5 .
ixtramural Resources Management Duties (#72 % of time) /Z / / /
/D 6& O3 This position is subject to random drug westing () Mﬂﬂ/l ? fo //

11, REMARKS IE5 100 Brof Work n the Eng & arsh Gip GS-0800, g Mov 08
“-~§ of ZrefWerkin the Phys S G 8 Aa0n o Dec g
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Assessment, Listing, and TMPBL Coerdinator
Environmental Engineer/Physical Scientist/Life Scientist
GS-0819/1301/0401-13

POSITION SUMMARY:

As Assessment, Listing, and TMDL Coordinator you will;

-

Review and evaluate State assessments of water quality data to determine attainment of
designated uses or water quality impairments under the Clean Water Act 303(d) program.
Provide technical assistance to the State in making such determinations.

Work with the State to evaluate and recommend for approval the semi-annual State
submission of 303(d) and 305(b) lists of water quality assessment determinations,

Develop, assist, and review State waste load allocations (WLAS), Load Allocations (LAs)
and total maximum daily loads {TMDLs). Make recommendations regarding EPA's
approval/disapproval of State submittals. Coordinate with the states, as necessary, during
the review process.

Perform in coordination and partnership with the Administrative Project Officers,
Technical Officer duties associated with the CWA Section 106 Water Pollution Control
State Grants Program. Negotiates and provides technical oversight and management of
the assessment, listing, and TMDL portion of the Section 106 Water Pollution Control
State Grant Program providing support and technical assistance in identifying priorities
for incorporation into the work plans,

ORGANIZATIONAL UNIT LOCATION:

USEPA, Region 4, Water Protection Division, Water Quality Planning Branch,
Assessment, Listing, and TMDL Section

ORGANIZATIONAL GOALS OR OBJECTIVES:

Implements the CWA Section 303(d) Assessment, Listing, and TMDL programs.
Reviews state submitted Section 305(b) reports. Reviews and recommends
approval/disapproval of revisions to State 303(d) lists and takes additional action ag
needed.

Reviews TMDL reports prepared by the States and recommends approval/disapproval;
establishes TMDLs as necessary.

Reviews TMDL Alternatives proposed by the States. Recommends approval of State
TMDL Alternatives where appropriate.



Coliaborates with the States on mesting the gaals of the "Long-Term Vision for
Assessment, Restoration, and Protection under the Clean Water Act Section 303(d)
Program”.

Provides technical training and support to state staff in the development of TMDLs.

Performs in coordination and partnership with the Administrative Project Officers,
Technical Officer duties associated with the CWA Section 106 Water Poliution Control
State Grants Program.

MAJOR DUTIES AND RESPONSIBILITIES:
DUTY I: 25%

Serves as technical advisor to the Regional Administrator and Water Protection Division
Director on matters related to water quality assessment, listing and TMDLs. Participates in inter-
regional and/or national task forces/work groups for developing and implementing new or
revised regional and national surface water quality strategies. Strategies include the national
“Long -Term Vision for Assessment, Restoration, and Protection under the Ciean Water Act
303d Program.” Plans, develops, and recommends new policies, rules, and standards based on
new scientific capabilities needed to implement the Clean Water Act, Establishes contacts and
consults with experts and authorities in the field of water quality and related fields who are
located in universities, other federal agencies, EPA Headquarters, EPA’s Office of Research and
Development, other EPA Regional offices and within Region 4.

KSAs:1,2,3,4,5,6
DUTY 2: 25%

Reviews for technical accuracy the Section 303(d) list(s) submitted by the assigned state(s).
Provides technical support to junior colleagues and their assigned state(s) on development and
review of the list(s). Reviews and evaluates a variety of environmental and hurnan health
data/data sources to be used in assessment of water quality. Reviews States’/Tribes® water
quality standards and assessment methodologies to ensure that appropriate information and
analyses are conducted for water quality assessment and identification of impaired waters,

Analyzes the completeness of the list and resolves differences between States’/Tribes’ and
EPA’s approaches, processes and results. Makes recommendations regarding EPA’s
approval/disapproval of the list(s). Prepares and presents briefing memoranda and prepares
correspondence for signature by the Division Director or Regional Administrator. Ensures
Administrative Record files are adequately maintained.

Serves as the coordinator for management of data associated with state/tribal 303(d) and 305(b)
programs; assists and/or facilitates assistance to State(s)/Tribe(s) in use of electronic databases
such as Assessment Database (ADB) and ATTAINS. Ensures that accurate and complete
electronic assessment data is submitted for each listing cycle. Assists and/or facilitates



assistance to State(s)/Tribe(s) in use of electronic databases such as Assessment Database (ADB)
and ATTAINS. Responds to requests from EPA Headquarters and Regional management with
respect to assessment and listing information.

Ensures that accurate 305(b) GIS data for assessed waters is submitted for each cycle. Applies
geographic information systems/geospatial analysis using above referenced data or other data
sources to develop data representations of watershed and waterbody conditions and intetprets
scientific data.

KSAs: 1,2,4,5
DUTY 3: 25%

Serves as the TMDL coordinator with assigned states and provides technical guidance and
assistance to the states, as needed. Coordinates the development and approval of TMDL
agreements or other agreements or regional policies with the assigned states. Establishes and
maintains overall Branch coordination of establishing TMDLs developed by the Region and
approving TMDLs submitted by States, Develops complex policies and procedures for review of
technically challenging TMDLs including review by water quality standards, water quality
assessment, and endangered species experts. Develops and manages comprehensive tracking
systems to monitor overall success of establishing TMDLs. Coordinates with all TMDL State
Coordinators to implement Regional policies for TMDL approval & establishment and to keep
management appraised of overall TMDL development progress, Responds to requests from EPA
Headquarters and Regional management with respect to TMDL, information. Provides technical
assistance on the development of TMDLs for special projects as requested.

KSAs: 1,2,3,4,5, 6
DUTY 4 25%

Negotiates with the assigned states the Section 303(d)/TMDL portion of the CWA Section 106
work plan or State Performance Partnership Agreement, Prepares mid-year and end-of-year
reports for the assigned states. Provides expertise to other program offices on a broad range of
watershed protection and restoration issues. This includes the Water Quality Standards program;
TMDL program; NPDES Permits program, Wetlands Protection and Restoration program; and
Community and Watershed Restoration program. Responds to Freedom of information
Requests, Congressionals and other information requests for the assigned states. Coordinates
with the states, as necessary, during the review process.

KSAs: 1,2,3,5

RECRUITMENT KNOWLEDGE, SKILLS AND ABILITIES (KSA)

1, Mastery of the professional knowledge of physical science/environmental
engineering/life sciences, concepts and principles and the ability to apply this knowledge to
effectively perform duties for the restoration and protection of surface water and aquatic ecosystems
through water quality assessments, watershed planning, and TMDL development and implementation.



2. Knowledge and understanding of the Clean Water Act and associated regulations.

3. Ability to establish goals and assess progress toward their achievement and to adjust
work operations and program cbjectives to meet changing programs objectives, or production
requirements within available resources and with minimum sacrifice of quality or quantity of
work.

4. Knowledge of principles and practices of team building and of the methods and
techniques of fact-finding, analysis, and resolution of complex problems,

5. Ability to communicate with others, both orally and in writing, sufficient to formulate
and present arguments and advisory opinions and to prepare supporting documents.  Ability to
make presentations and defend EPA policy and practices as an expert before governmental,
industrial and private assemblies to further protection of water quality through cooperation and
uiderstanding.

6. Knowledge of innovative approaches for developing and implementing surface water
quality programs. Skill in gathering facts and using effective, analytical and evaluative methods
to accurately assess information and make sound decisions.

FACTOR LEVEL DESCRIPTIONS:
Factor 1 - Knowledge Required by the Position Level 1-8 (1550 points)

Mastery knowledge and skill in applying advanced theories, concepts, and principles of
professional engineering, physical science or biological science sufficient to serve as a senior
expert involving extremely complex work for which technical problems, methods, and/or data
are incomplete, controversial, or uncertain,

Knowledge of 2 wide range of engineering, physical and/or biological science principles, and
methads applicable to varied and complex problems, projects, or studies that include diverse
environmental conditions; and varying environmental processes. Problems encountered demand
skill sufficient to modify standard practices, adapt precedents, and make significant departures
from routine approaches and techniques.

Expert knowledge of applicable environmental laws, regulations, statutes, watershed protection
and restoration policies and guidelines sufficient to serve as an authoritative consultant providing
oversight, direction, and advisory services for the agency’s water quality program and conduct of
technically complex approaches to water quality protection and restoration, and advise on the
need to devise new approaches, standards, and policies for enforcement.

Ability to modify standard practices, adapt precedents or establishes precedent by applying the
latest technical developments to resolve problems for which accepted methods are not directly
applicable and to review plans and policies for the improvement or protection of water quality.



Factor 2 - Supervisory Controls Level 2-4 (450 points)

The supervisor establishes overall objectives and resources available, The supervisor and
incumbent jointly develop projects, priorities and deadlines, The incumbent independently plans
and carries out assignments, interprets policy, coordinates work with others, resolves most of the
conflicts that arise and keeps the supervisor informed of far-reaching implications. Completed
work is reviewed from an overall standpoint in terms of feasibility and effectiveness in meeting
requirements.

Factor 3 — Guidelines Level 3-4 (450 peints)

“Technical, regulatory and policy guidelines are often broad and nonspecific. The incumbent uses
resourcefulness and perception based on experienced judgment, to adapt or interpret general
guidelines, to deviate from or extend traditional practices, methods, and techniques or to resolve
situations where precedents are not available or not applicable. Judgment and originality are
required to (a) correlate theoretical considerations of complex water quality issues, and (b) plan
and initiate projects and initiatives to address water quality issues.

Factor 4 — Complexity Level 4-5 (450 points)
P p

Work assignments consist of a variety of duties involving non-conventional and complex water
quality issues, often with limited data available as to the type and extent of human threat and
environmental contamination, This typically involves resolution of controversial, critical and
highly unusual engineering/science problems with potential to impact public health and the
environment, Technical considerations involve the measurement and control of pollutants, and
contain a combination of many complex features where issues and factors to be considered
involve major areas of uncertainty in approach and methodology or interpretation and require
judgment, creativity, and resourcefulness to correlate theoretical considerations in related
engineering or science disciplines and devise, advise on, and negotiate engineering or scientific
compromises, The assessment, listing and TMDL processes are often complicated by interaction
with state and local political officials and agencies on precedent-setting issues and application of
the latest technological advancements resulting in presence of various community, industry and
special interest groups. Proposed solutions have highly visible political consequences. The
employee serves as technical advisor in determining new approaches to difficult and extremely
complex technical problems.

5- (,43026
Factor 5 - Seope and Effect Level }4{ 0 points)

The purpose of the position is to provide regional expertise and advice on the analysis, review,
and application of new or revised methods for resolving technically difficult and controversial
engineering and/or scientific problems or conditions, The employee provides expert advice to
state, local, or tribal officials, industries, and EPA management on potential impacts of
pollutants, control technalogies, and proper interpretation of EPA policies and guidelines.



Interpretations and recommendations of the employee directly affect other national programs,
and further development and/or refinement of EPA policy through clarification or revision, and
the integrity and adequacy of processes or facilities in large metropolitan areas and/or adjacent
rural and urban communities affecting quality of life, public safety, and protection of the
environment, and generate interest from federal, state, local officials, environmental groups, and
citizens from low-income and underserved communities, Work results also affect the acceptance
and understanding of the role, policy, and regulations of the agency and its regional offices.

AL
Factors 6/7 - Personal Contacts/Purpose of Contacts Levelaz points)

Personal contacts include a wide range of professional and administrative personnel throughout
the agency, at other federal agencies, in state and local governments, tribes, private industry,
academia, environmental advocacy groups, public citizens (often from low-income and
underserved communities), and in some cases the media and elected officials.

The purpose of contacts is to influence or negotiate with others who may be skeptical or
uncooperative or whose interests differ trom those of the program represented. Issues to be
resolved may be sensitive or controversial. Contacts are also undertaken to plan, coordinate, or
advise on work efforts or resolve operating problems in dealings with others who are working
toward mutual goals.

Factor 8 - Physical Demands Level 8-1 (5 points)
The work is primarily sedentary, although some physical effort may be required, e.g., walking,
standing, carrying light items such as manuals or briefcases, or driving or traveling by motor
vehicle,

Factor 9 - Work Environment Level 8-1 (5 paints)

Work is generally performed in an office setting which is adequately lighted, heated, and
ventilated. Occasional field visits are required.

TOTAL POINTS: 3510 Z14
GS-13 Grade Range: 3155-3600

Position Risk Designation: XXX



ﬁ‘w : Unlted étatas
\i EI A ENVIRONMENTAL PROTECTION AGENCY
Washington, DC 20460

Position Risk Designation Checklist

Anship/Region: Region 4 Type of Action: Reassiument. SF 52 Request No.! wu-14.047

Posltion Title/Series/Grade: Environmental Engineer/GS-0819-13

Fuli Performance Laval (FPL) of Position; GS-13
(Risk designation Is based on FPL)

functional Title (if applicable):
{Position's primary funclion, e.g., official position tille may be Life Scientist, but function may be Permit Wriler)

Funding: A fingerprint check and, If neaded, a background Investigation will be funded through your Working Capital Fund (WCK)
Service Agreement, Please provide the Service Agraement No.: 14BV04A0013 - {Your Service Agreement Account
Owner can heip you with this.) Please Note: This SF 52 action will nol ba processed unless the service agreement number Is provided.

DIRECTIONS: Hiring officlals or supervisors must complete this fo_rm for all personnel aclions {sppoinimants, deréﬂs, promotions,
reassignments, recruitments) invoiving a change in position deseription excaeding 180 days. Tha complated form will help the
Parsonngl Securily Branch (PSB) defermine the pusition’s appropriate risk Jevel. This form must be submitted with the 8F 82 package..

Answer all “Yes/No™ questions based on the FPL position descriplion. Where explanations are requested, attach additional pages, as
nesdsd. If you have questions, please contact your focal HR representative or service center. o

1. Has the risk level of this position afready been designated at the full performance level? Eﬂ)‘as U No
What Is the name of the incumbant of the above position?
[f you answered "Yes” to question 1, please skip ail remaining questions, print pages 1-2, and sign and date the form.

2. Is the position ona of the following predasignated positiens? D Yes D Neo
If “Yes,” plaase indicate the position below, answer question 3, skip remalning questions, print pages 1-2, and sign/date the form.

NOTE: Unless otherwise spacified, these predesignalions are effective up to and including Grade 13. Grade 14 and 15 positions
must be individually designated, requiring the completion of questions 3 {hrough 18.

D Attomey—Moderate L__]IT Specialist (Enterprise Architeclure}—Maderaie
E] Banch Sclentisi, such as chemist, [:] IT Bpacialist (Internat—High
bialegist, ete. —Moderate E 17 Speciatist (Network Services}—High
[L] Contract Project Officer—Moderate L1 speciatist {Operating System}—High
[Jcontract Specialist—Moderate [_1iT Specialist (Policy and Planning)—Moderate
[ criminat Investigator {all grades, all positions }—High D IT Specialist (Security)}—High
C]Depuly Division or Division Director—High O Speciatist (System Adminisirator)—High
[IFinencial Spectalist/Accountany LTI Specialist (Systems Analysis)}—Moderate
Budgel Analyst~Moderate E] On-Scens Coordinator (all grades, all positions)}—High

DGrants Project Officer~Maderate

) D Parmiil Writer—Moderate

DGrants Spacml.is{ (GS 12 and below)—Low D Public Affairs SpeclalistCommunity Involvement
L] Grants Specialist {(GS 13 ang above}—Moderate Coordinator-Moderate
L__] HR Speclalist (Benefits)}—Moderate D QA Sclantist —Modsrate

HR Spelalist {Classification)}—Low LJRGRA Correciive Action Officar—Maderate
[JHR Specafist (ER/LR)~-Moderate [[] Remedial Project Manager—Moderate
| HR Specialist (Generalist}~Moderate [_] site Assessment Manager—Moderate
[ HR Specialist {Staffing}—Moderate [} support Services Specialist—Moderate
D HR Specialist {Training)}—Low D Toxicalogist—Moderate
[ Jinspector—Moderate
EI IT Speclalist (Application Software)-—High [:]O!G Employee (all grades, all positions)}—High
[:] IT Specialist (Customer Service)}—Moderate [:] Other Known High-Risk Position—High
D IT Specialist {Data Management}—Moderate [:! Supervisor of High-Rlsk Employee({s)—High

3. Requires access to classified information or materfals? [ }Yes E] Ne (If “Yes,"” include clearance justification
wipackage.) What clearance lavel is required? || Secret Top Secret

NOTE: If you answered “Yes” to No. 2 and have answered No. 3, skip remaining questions, print pages 1-2, and sign/date the form.
EPA Form 1480-85 Revised 09/14 Page 1



SF 52 Request #: WM-14- (13/]

Answer all “Yes/No" questions based on the FPL position description. If explanations are requested, attach additional pages.

4. Reguires actess to sensitive information or materiala? DYes D Mo (if “Yes," check all that apply.)
D EPA's financial resources/racords D Confidential business Information

D Proprietary information Ej Persanally identifiable information (e.g., address)
I:]Audns {e.g., financial raviews) E] Sensitive personally identifiable information {e.g., 88N, date of birth)
Dlnvasiigatians {e.g., CID) D Other information that, if compromised, could cause harm {(describe on separate page)
5. e acope of this pagition Js!
Local Regional D National l:] Gilobal

& The Impatt/potential harn this position could cause would be:
[:] Intarnal to EPA [:3 Multi-Agancy/Government-wide D Bayond the Government

7. Pasitlon Is a presidential or politicat appointment: [_]Yes [ Mo

8. Requires access to hazardous or dangerous material {nuclear, biological, or chemicat): [:]‘fas Ono
What materials are involved?

9. Makes policy that affects AAship, Regional or Agency operations (not simply Iocal branch or sectian operations};
Yes No  Describe:

10. Makes Independant decislons o guthoritative recommencations that are not subjact to substantive verification or
supervisory appraval/sign off: Yes No

11. Obligates the agency ta take action or spend funds: DYes f:] No
What actions?
What amouni of funding typically’? What is the celling?

12, Interacts with external contacts when verforming disties and/or represents the agency to citizens or external
organizations: | _| Yes DNo €If “Yes,” check ail that apply.}

Communicates with: Communication methods;
[] EPA personnel [:! Shases factual information (e.g., technical or policy repods, outreach, or
[_] Gavernment entities outside of EPA public relations matariat)
[CJAudience beyond government, Including [earticipates in rogstings, conferences, or seminars
media, private Industry, academia, E]F'osts material on the EFA intranet or public website
envirnmental interest groups ["IRepresents agency or negotiates/defends significant or controversial matiers

13, Protects or Identifies critical infrastructure systems/pragrams, such as water treatment, other utllitias, or
telecommunications: |_Yes No
What systems/programs are involved?

14. Directly enforces health regulations andior protects public safety; D Yes E:I No

15, Investigates or audits govemment or nongovernment personnel, programs, andlor activities: E]Yas E:]No
(Mote: Relates to Investigaling and auditing, but not simply overseeing.)
What personnel, programs, apd/or activilies ara involved?

16. information technology (IT) position that creates, programs, administers, or protects government IT systems, datahasas,
or infrastructure: lﬁ‘fas No {Note: Does not apply to positions that only yse IT systems.)

17. Renquires official EPA credentials: [ JYes [|No
{Note: Credential bearers represent the agency and perform specific civit enforcement lasks, e.g., EPA inspeciors.)

18. Othar unique or critical characteristics/dutiesfrequirements not previously coverad? C}Yes [ne
: Deseribe: _

Date -

EPA Form 1480-85 Revised 09/11 ) Page 2



. Extramurai Resources Ma;agem-ént Duties Checklist
|

U This checklist must be used with all PDs ta identify the percentage of time an employee is engaged in duties related to managing )

: conlracls, grants, cooperative agreements, and Interagency agreentents. For positions reguiring performance gf riresc.s duties for 25%

+ or more of the employees time, in addition to this checklist, such duties must also be described in the body (major duties area) of the
Ph. e - : - -

Employee Information : Percentage of Time Spent on Extramural Resources

; Management

i
I RN T e —

i management responsibilities,

. Total extramural resources management duties
_oceupy less than 25% of time.

Fosition Number

ol Total extramural resources management duties
occupy 256% to 50% of ime, These dulies are
indicated below and described in the positlon
description,.

Titie Environmental Engineer

Series/Grade GS-0819-13 Total extramural resources management duties
o  occupy more than 50% of time. These duties are

.. Indicated below and described In the position
| description,

; Whan this checklist is t ' . ' uired:

Supervisor's Signature

Parsonnel Spacialist’s Signature’ | @qﬂ T | Date_| 47/ Zé/%/
N . _ Vi 4

Part 1. Contracts Manasement Duties

Monitors managsment and performance of

Prg-award: % ) | dellvery orders/wark assignments after award
! Plans Procurements | | Defines scope of wark for work assignments
| Eslimates Costs » . | Approves payment requests of ACH drawdowns
| Obtains funding commitments | Manages cost-reimburserment contracts
| Prapares procurement requests . | Raviews invoices
| Writes statements of work =~ | Inspects and accepts dellverables
| Reviews statements of work it | Other (list)

Processes unsolicited proposals
Responds to pre-award Inquiries

E
f

Participates In pre-award conferences Close-out:
Conducts technical evaluation of proposals’ i [ Writes reports on contractor performarice, costs,
! Participates in debriefing/protests ) | and tasks performed
| Other (lists) \.Reconciles payments with work performance
] : Closes-out payments
: Performs cost accounting

Post-award: . . , L 'Provides assistance lo Confracting Officer In
i Prepares delivery orders , i ! seltling claims
| Reviews contraclor work plans : Other (list)
| Reviews contractor progress reports '
:Monitors government-furnished property Percentage of Time Spent on Contracts Management
Monitors cost, management, and overall technical | :
performance of contract after award | O %

Continuad




~ Part 2. Grants/Cooperative Agreements Dutles

“Advises Grants Management Office of potential

_ problems/issues

Pre—apphcationmpplIeation. L o
Preparas solicitation for proposals

Lz . Patticipates in decisions/actions to ensure o
a successfui project compietion and in decisions to

| emphasis

legal authority, whether gpplicant is eligible,

 Identifies potential grantees for area of program 5

procurement or assistance, whether agency has

. impose sanclions

. whethar funding is available, etc.)
id

nes approprlateness uf applicant 5
es‘zlachvmesfbudget and cemptiance with

admtmstratwe rnformation to eppl[cants o

~Negotiates amendments
_Reviews Cost/Price/Analysis for recipient
_.Gontractsfichange orders (Superfund only)

‘When necessary, recommends termination of the
| agreement

regulations and guidelines and negotsates changes

... with applicant R

Assasts epp!aeent in resutvmg issues lnaapplwatlon
For coaperatwe agreement determmes
Federal involvement and ‘develaps a co
agreement
Negotiates level of funding
Conducts site visits to evaluate program. capabzlity
Serves as resource to Selection Panel
Infarms applicants of funding decisions

Other (hs__t)_ )

Award
Prepares funding package, Including Decision
Memorandum SUNTUUR
Obtains concurrence sl
Reviews/concurs in com pieted doeument
___Establishes project file

Other (list)

Pfoject Management/Administration: .
L.~ Monilors recipient’ s activities and progress o
3" REViews reports and dehverablee and notifies
s// recipient of comments ‘

P’rev:des technical assistance ta recipients

Resolves with Granls Managemen& Qffice

_administrative and financial issues
_Conducts “periodic reviews 1o ensure comphance
with agreement

L Other (list)

Ciose-nut _____
w/ Certifies deliverables were sansfectory and timely
Provides assistance (o recipients and Grants
Management Office to ensure timely close-out
_Reconciles payment with work performed
Notifies rec:piem of close-out requirements
Obtains legal assistance if necessary to resolve

_Incomplete close-out

Percentage of Time Spent on Grants/Cooperative
Agreements Management

—__Hprojectis audtted responds to issues and ensures

Part 3. Interagency Agreements Duties_

Pre-Agreement: o e
Plans and negotiates work effort
Estimates costs

T Obtains fundlng commuments

Wiitesorreviews scopeofwork
T Responds to g pre-agreement inquiries

___Participates in pre-agreement conferences

Coordinates with appropriate staff in developing
T independent Government Cost Estimates (IGEs)
Negotiates and ensures execution of Superfund
" State Coniracls (Superfund only)
F’erforms 1echnrcal evaluation of wark plan and
» budgei
F’repares fundlng packege and ohtains necessary
Lencrences
Other{lish . .. .

T

Mon:tors cost menagemeni and overall technical
| erformance o .
Perhmpates in decisions aboul project .
. modifi cahonftermmatlen
Conducts periodic review of Superfund State
" Contracts payments receipts {Buperfund only}
inspects and accepts deliverables
Other {hst)

* ﬁ {:lose—nut

 Reviews finalreport

T Decides on dishursement of equgpment ]

Recencnes paymenis with work performed
— T Reviews Superfund Slate Contracts to ensure full
. reimbursement (Superfund only)
Certifies deliverables
Resolves close-out issues with Grants Managament
. Office/other agency
Other (list)

" Parcentage of Time Spent on interagency Agreements
. _Management:

S B





